LEADERSIink tutorials:

SUBMITTING ISSUES/SUGGESTIONS

Please reach out to Tate Krumwiede at 303-797-9080 x125 to request support staff access.




Log in to LEADERSIink

Navigate to the Home Office Requests tab:
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Once on the Home Office Requests tab, click Create New Home Office Request:

5 Home Office Requests

/ Home

View: | All v || Got | Clone|Create New View

Recent Home Office Requests |Create New Home Office Request]

Home Office Request

Select System Issue or Suggestion.

Hew Home Office Request

/ Select Home Office Request Record Type

»elect a record type for the new home office request.

Select Home Office Request Record Type

Record Type of new record | System Issue or Suggestion

Continue | | Cancel

Click Continue.



The following will appear on your screen, complete the necessary fields. Please keep in mind any fields marked with a red
bar are required and must be completed in order to proceed to the next step.

Home Office Request Edit Save | Save & Mew  Cancel
Information
Advisor Il | CM Record Type  LeadersLink Suggestion
LeadersLink Suggestion
Area for Suggestion I‘ --None-- v

Suggestion Description

Save | |Save & New  Cancel

Once the fields are filled out, click Save.
Once all the information is filled out completely and correctly, click Submit for Approval.
Once submitted this will give you an email confirmation, but there’s not an actual approval process. This will be submitted to

our management team for review and will be prioritized for potential implementation.

If you have any questions, please email support@leadersgroup.net.



